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Step by Step Guide

1.0 Quick Start: Meeting Minutes

Creating Minutes, Editing and Finalization

1.1 Creating Minutes

1. First, navigate to Meeting Minutes on the Left Panel.

O— -O\_\

JileMinutes

Meeting Minutes

Meeting Minutes
Search by v

Attendee Groups

No Meeting Minute(s) found

Project Settings

+ Add Meeting Minutes
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2. Click on ‘Add Meeting Minutes.

it

AgileMinutes

Mesing Miruses for Jra

<
AGILE MINUTES =3 -
Meeting Minutes
Meeting Minutes
Search by v ~+ Add Meeting Minutes
Attendee Groups
No Meeting Minute(s) found ﬂ
ADMINISTRATION
Create a new meeting minute via "Add Meeting Minutes™
Project Settings
5

3. Select Attendee Group (Meeting Minutes Template).

Add Meeting Minutes

dd/mm/yyy
Time Range

SelectStart Time > 1 SelectEnd Time v

Location

Secretary
SelectSecretary

Handiing of Attachments within PDF

Attach

-
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AgileMinutes

Mesing Miruses for Jra

4. Enter Meeting Name

Add Meeting Minutes
o

General Information

Attendee Group

=

Name

I Group 1

Language
English
Date

19/02/2025

Time Range

Handling of Attachments within PDF

Attach v

-

5. Enter the Meeting Information, then click on ‘Next’.

Add Meeting Minutes
@ 2
General Information

Attendee Group

=3

Name
Group 1

Language
Engiish

Date
19/02/2025

Time Range

Handling of Attachments within PDF
Attach & v

£ -

6. Select Meeting Participants.

*Note: Only for participants who are invited to Jira and have an account.

VERSION 1.0 3



7. Click on ‘Next’.

8. Add the External Participants, once complete click ‘Finish’ to save.

VERSION 1.0

Add Meeting Minutes

MEETING PARTICIPANTS

Joshua Chan
Loke Khay Vern

Kelvin

MEETING DISTRIBUTORS

Marcus Lee

Christian Schuch

Hong Rui Sia

=
e’

3

ACTIONS
5 ¢
L] ¥
1l +

ACTIONS
o T
L] +
L] 4

Previous m Cancel

Add Meeting Minutes

MEETING PARTICIPANTS

Joshua Chan
Loke Khay Vern

Kelvin

MEETING DISTRIBUTORS

Marcus Lee

Christian Schuch

Hong Rui Sia

=
e’

3

ACTIONS
1] &
L] ¥
o ¥

ACTIONS
o T
o T
L] +

Previous Cancel

Minutes




*Note: Only for participants who are not invited to Jira.

Minutes

Mesing Miruses for Jra

Add Meeting Minutes

@ &

External Participants

# TYPE LAST NAME FIRST NAME
1 Distributor Carlos Meet

2 Participant John Smith

3 Distributor Fark Sohee

4 Distributor ~ ast Name Firs

COMPANY

XYZ company

Mui Company

KIL Company

x
G)
EMAIL ACTIONS
carlos@xyzmail.com ®E W
Johns@mail.com ® W
park@mail.com ® W
Emal +

Previous m Cancel

1.2 Editing Minutes

1. After successfully adding Meeting Minutes, click on 'Edit' to view the Meeting

Overview.

Agile Minutes

AGILE MINUTES

Meeting Minutes

Meeting Minutes
Search by v

Attendee Groups
DATE ATTENDEE GROUP
ADMINISTRATION

: . 23.02.2025 Test 2
Project Settings

MEETING

Test 2

+ Add Meeting Minutes

ACTIONS

VERSION 1.0



2. Click on “Topics’.

Minutes

Mesting Mirufes for Jra

Agile Minutes

AGILE MINUTES

Meeting Minutes

Attendee Groups

ADMI N

Project Settings

Back to the Meeting Mini

Edit Meeting Minutes: Test 2

- TEST1
=) 23.02.2025

(© from 6:00 PM to :30 PM

Metadata | Topics | Attachments

(s ]

Meeting Name * Start Date
Test 2 23/02/2025 [}
Attendee Group * Time Range
Test 2 6:00 PM v to 830PM v
Language Location
English Madrid
Secretary
e
H { HPe
3. Click on ‘Add Topic'.
Agile Minutes
<
k to the Meeting Minutes Overview
Meeting Minutes
(I ]

Attendee Groups

Project Settings

Edit Meeting Minutes: Test 2

a8 TEST1
=) 23.02.2025

@ from 6:00 PM to £:30 PM

Metadata  Topics  Attachments

-+ Add Topic

VERSION 1.0



{_)-7—0\_\

Minutes
Nesng Vi orJra
4 : ’
4. Enter ‘“Topic Name?’.
Agile Minutes
Meeting Minutes SR =
Edit Meeting Minutes: Test 2 ol § &)
Attendee Groups
&% TEST
TION =) 23022025
Project Settings @ from 6:00 PM to 830 PM
Metadata  Topics  Attachments
Topic 1 from: From v To To v vl ¢
- ‘ Py
5. Enter the Duration of the ‘Topic’.
Agile Minutes
) Back to the Meeting Minutes Overview
Meeting Minutes
Edit Meeting Minutes: Test 2 El 2
Attendee Groups
&% TESTH
TION =) 23022025
Project Settings (@ from 6:00 PM to 830 PM
Metadata Topics Attachments
Topic 1 From:  1215PM v Tor 300PM v o (26

6. Click on the ‘Update Topic’ button to save the Topic.

VERSION 1.0



AgileMinutes

Minutes for Jra
Agile Minutes
AGILE MINUTES
Back to the Meeting Minutes Overview
Meeting Minutes -
Edit Meeting Minutes: Test 2 2l 82
Attendee Groups
&% TESTI
ADMINISTRATION [5) 23022025
Project Settings @ from 6:00 PM to 830 PM
Metadata Topics Attachments
- v Topic 1 From:  1215PM ¥ To: 300PM v
i ‘Add "b
7. Click on the ‘Add Issue’ button.
Agile Minutes
@ Topic saved successtully £
AGILE MINUTES Back to the Meeting Minutes Overview
S 5 % < I
BlechiniMiout= Edit Meeting Minutes: Test 2 ol e
Attendee Groups 28 TeSTH
=) 23022025
ADMINISTRATION
@ from 6:00 PM to 8:30 PM
Project Settings
Metadata  Topics  Attachments
- 1 v Topic 1 Fom:  1215PM v To: 300PM v @ (]

@ success

Meeting Minutes updated successfully.

X

VERSION 1.0
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Minutes

8. Click on ‘Point’to enter the Title of the Issue.

Agile Minutes

Project Settings

Metadata Topics Attachments

v Topic 1 From:  1215PM v Ta: 300PM v Q i
Process Type v X
Point 1 Select Process Type v
Nomal ¢ B I U =i Assignes

Description here

Additional Internal Assignees

Due date
dd/mm/yyyy ]
Attachments
& Choose File
L P
9. Enter the description of the ‘Point’.
Agile Minutes
Project Settings. ~
Metadata  Topics  Attachments
v Topic 1 From: 1215PM v  To: 300PM v Q @
Process Type v [
Point 1 Select Process Type v
Assignee

Nomal ¢ B I U =

This is a description

Additional Internal Assignees

Due date

dd/mm/yyyy o

Attachments

& Chaose File

10. If this 'Point’ is only information and not a task, select 'Info' on the right side.

VERSION 1.0 9



Minutes
Hesing Viruses o Jra
Agile Minutes
Project Settings e
Metadata Topics Attachments
v Topic 1 From: 1215PM v  To: 300PM v Q i

Process Type v X

Point 1 Info ~

Normal ¢ B I U fedones

This is a description
Additional Internal Assignees
Additional External Assignees
Due date
dd/mm/yyyy (m}
Attachments
& Choose File

. ¢ Y] .
11. Click on the ‘Update Issue’ button to save the Point.
Agile Minutes
Project Settings ~
Metadata Topics  Attachments
v Topic 1 From:  1215PM v To: 300PM v Q 8 W

Process Type v | x

Point 1 Info

Assignee

Normal * B I

e

This is a description

Additional Internal Assignees

Due date

dd/mm/yyyy u]

Attachments

& Choose File

12. To add the next point, click on the ‘Add Issue’ button.

VERSION 1.0 10



Minutes

Agile Minutes
Project Settings

Metadata opics Attachments

- 1~ Topic 1 From: 12:15PM v Tor 300PM v (=) @
Process Type ol &
v Point 1 Info v
Assignee

Normal # B I U ==

This is a description

Additional Internal Assignees

Additional External Assignees

Due date

dd/mm/yyyy =]

Attachments

& Choaose File

13. To make this point a ‘Task’, navigate to the ‘Process Type’ box.

Process Type o ¥

Point 1 info .

Nomad 3 B I U E=E e

Tris = = desarigtion

Additional Intemal Assignees

Additional External Assignees

Due date

do/mm/yyy

Attachments

& Choose File

Process Type G 57

Point Serect Process Type =

Assignee

Additional Intemal Assignees

Additional External Assignees

Due date:

da/mm/yyy

Attachments

@ Choose file

14. Select ‘Task’.

*Note: This point will be converted to Jira Task after finalizing meeting.

VERSION 1.0 11



Minutes

Process Type o e
eoint 1 info N

Assignee

Moma = B I U

s s 2 deseription

Due date

aofmm/yyyy ®

Attachments

& Choose File

Process Type

Task 4

Apoointment
Taskc
Decision

Bisting Issue

ddfmmyyyy ®

Attachments

@ Choose File

15. Enter the title of the Task.

Process Type o 1w

Point 1 info .

Assignee

Noma ¢ B I U

This s = daserizbon

Additional Intemal Assignees

Due date

aarmm vy =

Attachments.

& Choose File

Process Type

Point 2 Tas =

Wsignee

Nommal

Additional Intemal Assignees

Additional External Assignees

Due date

aarmm iy P

Attachments.

& Choos File

VERSION 1.0 12



16. Enter the description.

Process Type

Point 1 info

Assignes

Additional Intermal Assignees

nal External Assignees

Due date.

dd/mm/yyyy

Attachments

& Choose File

Process Type

Point 2 Tase

Assignee

Additional Interal Assignees

nal External Assignees

Due date.

ad/mmiyyyy

Attachments

& Choose File

17. Select the Assignee.

*Note: Participant(s) who are responsible to finish the task.

Process Type
oint 1 info

Assignee
Additional Internal Assignees

Additional External Assignees

Due date

o/mm/yyy

Attachments

& Choose File

Process Type

Point 2 Task

Assignee

o Gyl

‘Additional Internal Assignees

Moma s B I U ==

Additional External Assignees

Duedate

dd/mm/yyy

Attachments
& Choose File

18. Click on ‘Additional Internal Assignees’, to add a secondary assignee.

*Note: Participant(s) who are responsible for supporting on the task.

VERSION 1.0



Minutes

Point 1

Moma 3 B I U =

This is 2 descripton

Foint 2

Moma i B I U ==

This i 2 deseripton part 2

Process Type

Additional Internal Assignees

Additional External

Due date

aa/mminy

Attachments

& ChooseFile

Process Type

Tesc

Assignee

‘Additional Intemal Assignees

Additional External Assignees

Due date
dd/mmiyyyy
Attachments.

& ChooseFile

19. Click on ‘Additional External Assignees’, to add external assignee to the task.

*Note: External Assignee means the person who is not invited to Jira.

Soint 1

Moma = B I U ==

This s a desaription

Point 2

Moma = B I U EE

Process Type

info

Assignee

Additional Intemal Assignees

Additional External Assignees

Due date

dd/mmiyyyy

Attachments

@ Choose File

Process Type
Tasc

Assignee

0 o

©... ®

Additional External Assignees

Adam Smith

Due date
dd/mmiyyyy
Attachments

@ Choose File

VERSION 1.0

14



20. Enter the Due Date.

. Minutes

Process Type

Additional Intemal Assignees

nal External Assignees

Due date

dd/mmiyyyy

Attachments

& Choose file

Process Type
Task

Assignee

0 -

- S——

Aditional External Assignaes

‘Adam Smith

Due date

I 10/02/2005

Attachments

& Choose File

21.

To attach document(s) to this task, click on ‘Attachments’, then choose

the file from your device.

Agile Minutes

bl Point 2

Normal s B I

This is a description part 2

Due date

dd/mm/yyyy

Attachments

& Choose File

Process Type
Task

Assignee

[  J.

Additional Internal Assignees

@ Ssuccess
File uploaded successfully.

’ Joshua Chan X ' Marcus Lee %

Additional External Assignees

Adam Smith

Due date

19/02/2025

Attachments

OPM_Sample1.pdf (116.65 KB)

22.

VERSION 1.0

Save the point by clicking on the ‘Update Issue’ button.

15



Minutes

Agile Minutes

Point 2

Normar & B I U

This is a description part 2

Due date

dd/mm/yyyy

Attachments

& Choose File

Process Type
Task

Assignee

0 -

Additional Internal Assignees

e Joshua Chan % . Marcus Lee X

Additional External Assignees

Adam Smith

Due date

19/02/2025

Attachments

OPM_Sample1.pdf (116.65 KB)

23.

To add another topic, click on ‘Add Topic’ button.

Agile Minutes

Meeting Minutes

Attendee Groups

Project Settings

Back to th g

Edit Meeting Minutes: Test 2

an TEST1
=) 23.022025

(© from 6:00 PM to 8:30 PM

Metadata ~ Topics  Attachments

> 1w Topic 1

From: 1215PM v

To:

3:00PM v

24,

VERSION 1.0

Enter the Name of the Topic.

16



Minutes
Mesing Minuies for Jra
Agile Minutes
<
AGILE MINUTES Back to the M nutes Overview
Meeting Minutes Edit Meeting Minutes: Test 2 n e
Attendee Groups 2% TesT
=) 23022025
(© from 6:00 PM to 830 PM
Project Settings
Metadata Topics Attachments
> Topic 1 From: 1215PM v To: 300PM v Q8 &
v v Topic 2 from: From v To: To v v %
25. Enter the Time Range of the Topic.
Agile Minutes
<
AG Back to the ng Minutes Overview
Mecting Minutes Edit Meeting Minutes: Test 2 o ] G
Attendee Groups 28 TESTH
[E) 23.02.2025
(© from £:00 PM to 8:30 PM
Project Settings
Metadata Topics  Attachments
2 ™ Topic 1 From: 1215PM v To: 3:00PM v Q @ o
v % Topic 2 From: 730PM v To: 830PM v v (X

26.

VERSION 1.0

Click on the ‘Update Topic’ button to save the topic.

17



Minutes
Mesing Minuies for Jra
Agile Minutes
¢

AC Back to the Meeting Minutes Overview

Meeting Minutes Edit Meeting Minutes: Test 2 ol G
Attendee Groups 28 TesT

) 23022025

(© from &:00 PM to 8:30 PM
Project Settings

Metadata  Topics  Attachments

& i Topic 1 From: 1215PM v To: 3:00PM v Qo B8 @

¥ > Topic 2 From: 7:30PM v To: &30PM v v X

VERSION 1.0 18



Click on

{_)-7—0\_\

jileMinutes
27. ‘Add Issue’ to add another point.
Agile Minutes
Meeting Minutes Edit Meeting Minutes: Test 2 & ) L
Attendee Groups 2 TEsTH
=) 23.022025
oL e (© from 6:00 PM to 8:30 PM
Metadata Topics Attachments
1 v Topic 1 From: 1Z15PM v To: 3:00PM v 2 @
2 v Topic2 From: 730PM v To 830PM v @ @
28. To add an Existing Task from the Jira system, click on ‘Existing Issue’.
Agile Minutes
Topic 1 From: 1215PM v  To: 3:00PM v B &
> Topic 2 From: 7:30PM v  To: 8:30PM v o
Process Type v B¢
Select Process Type
Normal ¢ B I U = =
Description here Info
Task
asd
asd
asd
asd
Existing Issue
Attachments
& Choose File
29. To search for the Existing Jira Issue, navigate to the search box.
19
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AgileMinutes

Mesing Miruses for Jra

Agile Minutes

Select Issue @

I Search via Project Key-ID or Issue description

Key: Type:
Summary: Created at:

Creator: Status:

No description available

30. Select the Existing Task.

Agile Minutes

Select Issue @

Search via Project Key-ID or Issue description

TRIAL-3 - cvgn

I TRIAL-2 - Trial

TRIAL-1 - Try Better PDF App

No description available

31. ‘Apply’ to select the issue.

VERSION 1.0 20



Click on

it

AgileMinutes

Mesing Miruses for Jra

Agile Minutes

32.

Select Issue @

TRIAL-2 - Trial

Key: Type:
TRIAL-2 Task
Summary: Created at:
Trial 251021
Creator: Status:

Hong Rui Sia To Do

No description available

meeting, click on the ‘Comment’ box.

The Existing Jira Issue will be loaded. To add a description in the

*Important Note: It is not the box above the 'comment' box. This box is the original description of the existing
Jira issue. We would recommend to add comments as additional info spoken in the meeting, so this information
will show as 'comment’ in the Jira issue after finalize meeting minutes.

Agile Minutes

Trial

Normal s B I

(=
it
m

Description here

Process Type
TRIAL-2 v

Assignee

@ Hong Rui Sia

Additional Internal Assignees

. Joshua Chan % o Crystal * 24

Additional External Assignees

lINUX

Due date

Normal s B I

(=
[
i

This is a comment

11/11/2021 [=]
Attachments

OPM_SAMPLE2.pdf (102.71 KB) L

Status

To Do v

Link

kTRIAL*Z

33.

VERSION 1.0

The Due Date can be changed as well.

21



Minutes

Agile Minutes

Process Type ”
i Trial TRIAL-2 .
Nomal 3 B I U == Assignee

Descripfion here @ Hong Rui Sia

Additional Internal Assignees
. Joshua Chan X o Crystal X

Additional External Assignees

lINUX
Due date
Nomal $# B I U = = 11/11/2021 a
This is a comment Noveriber, 2021 ™4
S M T W T F s ﬂ
31 1 2 3 4 5 6
7 k] 9 10 n 12 13
14 15 16 17 18 19 20
.
21 22 23 24 25 26 27
28 29 30 2 2 4
5 6 7 8 9 10 1
Clear Today
34. Here you can also change the status of the existing Jira issue.
Agile Minutes
Process Type ™ v
~ Trial TRIAL-2 o
Normmal H B I U == Assignee
Description here @ Hong Rui Sia
Additional Internal Assignees
. Joshua Chan ¥ e Crystal ®
Additional External Assignees
liINUX
Due date
Normal & B I U = = 11/11/2021 a
This is a comment Attachments
OPM_SAMPLE2 pdf (102.71 KB) i}
Status
To Do v
In Progress
Done

35. 'Update Issue' button to save.

VERSION 1.0 -



Click on

Minutes
Mesing Minuies for Jra
Agile Minutes
Process Type vl X
Trial TRIAL-2
Nomal ¢ B I U E = f=gpes
etion Fere @ Hong Rui Sia
Additional Internal Assignees
e Joshua Chan X e Crystal X
Additional External Assignees
lINUX
Due date
Normal s B I U M f202
This is a comment Attachments
OPM_SAMPLE2.pdf (102.71 KB)
Status
In Progress
Link
TRIAL-2
. . . . N "
36. To view the meeting minutes as a draft, click on the 'View Draft' button.
Agile Minutes
¢
AGILE MINUTES Back to the Meeting Minutes Overview
Meeting Minutes Edit Meeting Minutes: Test 2 oj e
Attendee Groups 22 TeSTH
) 23.022025
ADMINISTRATION
(© from 6:00 PM to &30 PM
Project Settings
Metadata Topics Attachments
» 1 v Topic 1 From: 1215PM v To: 3:00PM w L]
> & v Topic 2 From: 7:30PM v To: 830PM v L]

37.

VERSION 1.0

Upon downloading, the PDF export appears as follow.

23



Mesing Miruses for Jra

= Test2.pdf

Meeting Minutes: Test 2

Test2
2025.02:23 1600 PM -£:30 P
Madid

ST
Lok Ksay Ve

Khay vemi@imcsn de

stex siagotie-pr et

38. The Attachment will be included as well.

= Test2.pdf

Attachment:

OPM_Sample1.pdf

VERSION 1.0 24



1.3 Finalizing Minutes

1. To finalize the meeting minutes, click on ‘Finalize Meeting Minutes' button.

it

AgileMinutes

Mesing Miruses for Jra

Agile Minutes

AGILE MINUTES

Meeting Minutes

Attendee Groups

ADMINISTRATION

Project Settings.

Back to the Meeting Minutes Overview

Edit Meeting Minutes: Test 2

- TESTY
=) 23022025

(© from 6:00 PM to 8:30 PM

Metadata Topics

Attachments

Topic 1

Topic 2

From: 1215PM v  To: 300PM v

From: T730PM v To: 830PM v

2. Confirm with 'Yes' button.

Agile Minutes

Finalize Meeting Minutes

Do you really want to finish the actual mesting minutes? Then

changes cannot be made to the meeting minutes anymore.

Cancel

3. After finalization, the list of meeting minutes will be shown. To download the PDF export,

click on the ‘Download PDF' button.

VERSION 1.0

25
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Agile Minutes

AGILE MINUTES

Meeting Minutes

Meeting Minutes
Search by v

Attendee Groups
DATE
ADMINISTRATION

5 ; 23.02.2025
Project Settings

ATTENDEE GROUP

Test 2

<+ Add Meeting Minutes

MEETING ACTIONS

Test 2 S w

X

4. Thisis the result.

= Test2.pdf

Attachment:

OPM_Sample1.pdf

5. To delete the meeting minutes, click on the ‘Delete’ button.

VERSION 1.0
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Agile Minutes

AGILE MINUTES

Meeting Minutes
Meeting Minutes

Search by v <+ Add Meeting Minutes
Attendee Groups

DATE ATTENDEE GROUP ¢ MEETING ) ACTIONS

ADMINISTRATION

X 3 23.02.2025 Test 2 Test 2 W G
Project Settings

X

6. Confirm with ‘Delete’ button.

Agile Minutes

Delete Meeting Minute

Are you sure you want to delete the meeting minute “Test 2"7

Cancel

1.4 Reopening Minutes

After finalizing the meeting minutes, Jira tasks flow into the Jira task tracking system,
and existing Jira tasks are updated. If the minutes are required to be reopened,
there is an option for this.

VERSION 1.0 27
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1. To reopen the meeting minutes, click on the ‘Reopen’' button.

Agile Minutes

AGILE MINUTES Meeting Minutes

Meeting Minutes
+ Add Meeting Minutes

Search by v
Attendee Groups
DATE ATTENDEE GROUP ) MEETING  © ACTIONS
ADMINISTRATION
Project Settings 23.02.2025 Test 2 Test2 £ o

2. To confirm, click on 'Yes'.

Agile Minutes

Reopen Meeting Minute

Are you sure you want to reopen this meeting minute?

A 8 Cancel

VERSION 1.0 28



1.4.1 Editing Meeting Minutes
1. The minutes can be edited again.

Minutes

Agile Minutes

AGILE MINUTES

Meeting Minutes

Attendee Groups

Project Settings

Meeting Minutes

Search by 4 + Add Meeting Minutes
DATE ATTENDEE GROUP MEETING ACTIONS
23.02.2025 Test 2 Tes |l 0o W

2. For example, you can make changes to the point.

Agile Minutes
MINUTES
Meeting Minutes

Attendee Groups

Project Settings

Back to the Meeting Minutes Overview
Edit Meeting Minutes: Test 2

&% TEST1
) 23022025

() from 6:00 PM to 8:30 PM

Metadata Topics Attachments

1 v Topic 1 From: &45AM v To: 1030 AM v

Process Type

i Point 1 New Feature

Assignee

@ Hong Rui Sia

Additional Internal Assignees
° Kehvin *

Additional External Assignees

Nomal ¢ B I U =

Changed Existing Issue to New Feature

Paula

(a]

3. After making modifications, the meeting can be finalized again.

VERSION 1.0
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Agile Minutes

AGILE MINUTES

Meeting Minutes

Attendee Groups

ADMINISTRATION

Project Settings

Back to the Meeting Minutes Overview

Edit Meeting Minutes: Test 2

A% TESTH

&) 23.02.2025

(@ from 6:00 PM to 8:30 PM

Metadata

Topics
1 ~
11~

Attachments

Topic 1

Point 1

Normal

Changed Existing Issue to New Feature

From: B845AM v To: 1030AM v Q

Process Type Q

New Feature v

Assignee

@ Hong Rui Sia

Additional Internal Assignees
“ Kelvin *

Additional External Assignees

Paula

 [o]

4. Confirm with ‘Yes’ button and the meeting will be finalize.

Agile Minutes

1.4.2 Duplicate Meeting Minutes

Finalize Meeting Minutes

Do you really want to finish the actual meeting minutes? Then
changes cannot be made to the meeting minutes anymore.

Cancel

1. To make duplication of meeting minutes, click on ‘Duplicate’ button.

VERSION 1.0
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Agile Minutes

AGILE MINUTES

Meeting Minutes
Meeting Minutes
Search by v + Add Meeting Minutes

Attendee Groups

DATE ATTENDEE GROUP . MEETING  © ACTIONS

ADMINISTRATION

23.02.2025 Test 2 Test2 4 m
Project Settings g . L

2. Confirm with ‘Duplicate’ button.

Agile Minutes

Duplicate Meeting Minute

Are you sure you want to duplicate the meeting minute "Test
27

This will create a copy of the meeting minute including all topics,

Cancel

subtopics, and attachments

2.0 Attendee Group

Attendee Group are meeting minutes templates. You can use Attendee Group as a template
to create minutes for recurring meetings such as weekly meetings.

VERSION 1.0 31



2.1 Add Attendee Group
1. Click on the 'Attendee Groups’tab.

{_)-7—0\_\

Minutes

Meeting Minutes

Meeting Minutes
Search by v

Attendee Groups

Project Settings

~+ Add Meeting Minutes

No Meeting Minute(s) found

2. Click on'Add Attendee Group.

Agile Minutes

Attendee Groups

Meeting Minutes

Attendee Groups

Project Settings

+ Add Attendee Group

3. Enter the details of the Attendee Group.
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4. For weekly meetings, you can select the day the meeting is held.

Add Attendee Group

(D e z 4
Key (short name]
TEST ATTEMDEE GROUP
HName
Growp 1
Standard Title

2025 Mesting

EedS PM g T30 P g

9 Lokes KRy Vam
Security Level

Mone -
Handling of Attachments within PDF

Attach ~

Mext Cancel

5. Once you have completed the details, click 'Next’.
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I.'_.

Key {shart name)

Standard Titie
2025 Mesting

Language
English -

Weckdays

Time Range

BAS P B “ 730 PM -
Location

Madrid

Sacratary

Security Level

Mone -

Handling of Attachments within PDF

Attach -

Mext Cancel

6. Select the Participants and Distributors and click ‘Next’ to proceed.

Add Attendee Group

9 ®

w

STANDARD PARTICIPANTS ACTIONS
OPM-Jira il v
OPM-Admin & 1

STANDARD DISTRIBUTORS ACTIONS
Alex Sia -ﬁ- ’y
Christian Schuch 1] ™
Search Distribu
Previous Next

Cancel

7. Add Topics as template, click ‘Next’ to proceed to the last step.
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Add Attendee Group

@ o ® 4

Topics

NR. TOPIC ACTIONS ORDER
1 Topic 1 @ W ¥
2 Topic 2 ¥ W 4

3 Topic +

p!

Previous Next Cancel

8. Next, add External Participants who do not have Jira access. Once done, click 'Save'.

Add Attendee Group X

& & @ ®

External Participants / Distributors

# TYPE LAST NAME FIRST NAME COMPANY EMAIL ACTIONS
1 Distributer Carlos Meet XyZ company carlos@xyzmail.com E
2 Participant John Smith Mui Company Johns@mail.com @ i
3 Participant ~ Last Name First Name Company Emai +

Previous E Cancel

2.2 Edit Attendee Group

1. Here, you will see that a new attendee group has been created. You can edit it any time.
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Agile Minutes
¢

Attendee Groups

Meeting Minutes
+ Add Attendee Group

Attendee Groups

GROUP KEY GROUP NAME Location WEEKDAY e AcTins
Praject Settings ASD ® W

TEST ATTENDEE GROUP Madrid Wednesday. Saturday 1845 - 1930 AR

° 5 x
Attendee group added successfuly.

2. Once complete editing, click on ‘Save'.

Agie Minutes

Edit Attendee Group

3.0 Project Settings

In principle, lImcon as the developer of the plugin can customize the tool for clients’ project
needs jirasupport@ilmcon.de. The Project Settings Page enables you to link the different types
of Jira issues with the Meeting Minutes.
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3.1 Edit Issue Type

1. Here, you can see all the issue types connected to the minutes. For example, 'Info’ is
connected to 'Story' (Jira Issue Type). To edit the items, click 'Edit'.

Agile Minutes

Project Settings

Meeting Minutes
+ Add Issue Type

Attendee Groups

NAmE DEscRpTION ASSOCIATED J1RA ISSUE TYPE AcTIONS

Dt s % &
Project Settings

nfo Aninto story [ |

Appointment An Appointment % &

Task AT Crticatem | &

Decision Decision ©

=

Example 1:

1. Normal use case — Connecting to a ‘Task' Jira Issue Type. Navigate to the search bar and
select the Jira Issue Type.

Edit Issue Type

Name

Task

Description

A Task

JIRA Issue Type

i x |

New Feature A

Task

Improvement '
Report
Story v

2. Click on ‘Save' button to save the information.
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Edit Issue Type

MName

Tazk

Description

A Task

JIRA Issue Type

Task ® QL

Allows Finalization

Cancel
rad

Example 2:

1. Connecting 'Decision’' as another issue type (New Feature). You are also able to enter the
description.

Edit Issue Type

Name

Decision

Description

This is a description

’

JIRA Issue Type

New Feature X Q

Allows Finalization w\

Example 3:

1. 'Draft' can be used as a use case to set a point as a draft before changing it to another type.
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Agile Minutes

AGILE MINUTES

Project Settings
Meeting Minutes

~+ Add Issue Type
Attendee Groups

NAME DESCRIFTION ASSOCIATED JIRA ISSUE TYPE ACTIONS
ADM &

Draft A Draft “ ]
Project Settings

Info An Info Story Z @

Appointment An Appointment 4 1]

Task ATask Task B a0

Decision This is a description Decision 4 o

2. To do this, uncheck 'Allows Finalization.’ If you uncheck 'Allows Finalization,' you will not
be able to finalize meeting minutes when there are 'Draft' points. This can be helpful to
ensure all points are checked and ready.

Edit Issue Type =
Name
Draft
Description
A Draft
A

JIRA Issue Type

Select JIRA issue type Q

Allows Finalization

3.2 Add Issue Type

1. New lJira Issue Type can be added as well. To add a new issue type, click on 'Add Issue Type'
button.
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Agile Minutes
Project Settings
Meeting M
+ Add Issue Type
Attendee Groups
‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ |
Dt ADan &l i
Project Settings
Ik « s [ |
Appointment A ppaintment [ |
Tk ATk Criicaltem % &
Decison Decison [ |

2. Enter the details and click 'Save' button to create a new issue type.

Add Issue Type

Name

New Feature

Description

This is a new feature

JIRA Issue Type

New Feature Q

Allows Finalization

m Cance'

4.0 Contact

As Agile Minutes users, you are welcome to contact the support at:

* llmcon GmbH jirasupport@ilmcon.de

« Technical Support +49 174 1959 658

« Sales and Marketing, Customization
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+49 173 2796 377
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